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ril:- -.i-.i;. — , ■•silk ii:^ .1^^' :ri.ui/ j * [Imt stiulrius he 
ii).iln-.tr\'.ini''ii .i ";Li; im> iin t..iiM\MM.^ \.'ar. I'lirv^'t; >u- oiir ni.ijv)r i^ual is to 

MA t<' iiMinsnwiin h l\'e -^\\,A^'\\[^ in rlir i jnpKi\ tiicnt ( )rirnMtion pruL^rani into 

t\pos ot* '.-inplox nu"! ' !m .i p.ii ii^ '.luir n j^r ui- iinlw:,rr\ . so that tlic cIkmco ot a voL-arion.iI 
siio'p ni.|\ In- l\5scc! on til;' !\Ml:ru"v ot' (in woriil wurk as wl'II .ls oi^, rli-; aptitntlcs of 



<){ :1k' Sp.L-i.il stiKhniis arc i.-l.i:,sit icd h\ their ilistrict C!hiKl Stiaiv 'Yciwu 

a:\(\ aw scT\xnR\i tor ju*niss^>n intn rhi- hinplov iiiL^n: ^ 'riorrati. 1 r'aL^ruin by tiic Special 
[ )'apcHTiiU'nt ;<r ( ; iMfaistrf (''niU'^ V ocationahTrchnical Scluxn. 

This c iinicuhnn pron'it iiKhiiles ilailv chiss h.'ssoi-. phiiis, consisting cA t^bjcctivcs, 
siil^jccr niattrr covered, audiovisual aids. demonstrations, sttident activities, a^ul evaluation 
su»^i;esrions. The teacher is ur^ed to in.ike haiuh>nts o^-ar ot' all the .uuliovisuals and charts. 

Some ot" the instructional inaterial sULZ^estetl .n,i\ . ol course, prove to be too 
dirtk-ult lor some the srudenrs. l iie reiicher uuist. as alwav's. tailor the m aerial to the 
needs ol rlu' ind i\ iLlu.il. Toir. ersei\ . a hu-L^e luimher oi student activltie:; biwc hcen 
ineorp( .r ited info the program tor those students who m.iv pro^^ress t;KStcr than oti^e* 

A m.ith program accompanii's these units to stress the necessity for sic 
uiulersrandinu of practical math, hor example, linear measurement is taught during the 
sewiut; unit, .ind wei^^lirs and measures is taughr duriiug the [(kjcIs unit. 

In some arec^s, particidarlv Beautv Cailture, the teaclicr will not expect complete 
i!H ni(»ri/atinn of all details covcr^'d. hut sliould stress that these are included in the 
course content of a regular vocational course. Tiie purpose is to give the student a 
reali^.tic picture of wliat the regid.ir comse would he like and what would be expected if 
that student eliose that course' to he mcUnstre.uned into the following scho(;l year. 



Francinc Grubb 



I 



i \1U 1 Ol (ON 1 I \ I S 



■,...n 1 1 



I. 111 1 4 

rs- Ml r 

IS 

t'ssoii 



ice 



SKtlN 

•5,. M.iil K.^. 

1 Ks .iii; 'lit ( \ik--il.irnr 

^rar:ii-r s^ssi^'i: ''ti ( l" iilati .iiul Aiicl 

r< )!! I )-vi;;^ ii^Mis 

Tlu; ITAI Sr!.-. rri, [H-wriur 

C!. nmin^ 

\\i.r<\ 1 )i\h.K-i 

T.ilnil.iric.ri 

R iilc^ Inr I'sin^ NLiinhcrs . , 
Tnc rliiicl hLi(>licMt>w .... 

Tiu- iMn >toco)n in^4 M.irliiiic 

'V])C TlKTlllot.lX 

Tlu \\ It. l^iiuk r 

'liic' nift.itini; Mjcliiiv; ... 

Tvpini: [• I'lVt^lnpL'S 

'I'vpin^; .m ( )iulinc 

Typinu ;i l\ vs()n,il lUisincss Letter 
Tvpin^ Formal Bu'^^iness Letter 



Mac! 



.If) '["I../ Casliir! 

Lrs-^nn J.'^ V^c ("ash K^'^iuc 3^) 

l.cssni) 2S 1 sin;: fl"-' C\is!i K^'L;isU'r '^7 

Iasm)!! Practice St'ssioii With the VK^A Sclu«ul Stoix' .... 3S 

Ia-ssou 3(J Ruwniiu^. liu- VICA Stliool Stor^' 3^) 

l.i's.oii 31 The Libr.irs Ai^.^ 40 

lA-ss(.n 32 f'iL'lJ T'-ii^ 41 

lA'ssnn 33 Ji'Os fur the Selioul 42 

Masters for Troit'ctuals arul Charts 43- 63 



6 

iii 

O 

ERIC 



( )hiL't I !\ L's ol iIk' lousiness I'nit 



1. i 1 .t J, - -I!)'. . t ^ 11 im: !' 'lis in tlu' inisiiu-ss aiul LcMiiiiicrci.i! wlM'KI, 

1 ). :m. .nsr;\,- V !mM. ''lllliu -kills. 

>. (»|., '.^r.- ill, tu|l kivl^Mji ^1 ,iiKli!m-!isrini: in.iLliiiK\ lO-kt-'v listini; calculator, L^ccrronic 
calciikuM!. af),i II^M '^-■Il^. cu- [HAvfitcr. 

■I. ( "ail ■ :iari; pa\ ^'^ '1' .K'^Iul ruwis. 

()-;rau- ilu' tluiJ Lluplicat(M\ ininicni^r;,pli machine. photocopyiT^^^ niachinc. 
rh'. im. '?a \ ma J)inc. i!icta:ini: iHacliiiK\ aTuI the Vclo-Bindcr. 

f). '!'\ p. ian\Mi>[^LS. Mutlliics, a personal Inisincss letter, and a formal business letter, 

^. ( )pv r.ite a cash rcuister ami irive rorreLC diani^e, 

s. I)cn\<instrate an ahi!it\ to liamlle a sales situation in using the VICA School Store, 
Ktuiw what a library aide does. 

In. IVrtorin <i service to the school by operating!; a job service for the teachers, using the 
machine ojUMMtions that they have learned. 
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\\w t-ll-umc in.iiuMK .irr [v^iMislic^ In tlic Voc.K lonalT.'chnical Curriculum Laboratcu'v. 
KlUi;lts rlu State rui\crsit\. Nl'\\ lV-un>uick. N.J. nS003 

lntri>.Uu-tu>ii t>^ Ot>R\' OcL-u[virKUi> 

( )t tic*.' Mach nu'> 

AlH)Ut "\'\ [n\ ritiuc 

\\ y\\\iV. VV liat Matters Is 

rl,.- ,>pe^ati'^>us .nauuals tor each ot' the business machines beln^ used arc vcrv helpful m 
iviep.rttv the part^ or' the machines, 

f":!tiis:rips aiul cas>ctteN: 
Sene>: " I'Abaca rinn tur Occupari> uis" 
' AV-- -rk-';;: VV:rli Busmess Machines'" 
■■VV - )!-ki:i^ \\\ a Supermarket" 

l:v e (late House 

jamaica. New Wwk 1 1433 



toliosMUi: boL.)ks arc pubHslicd bv. 
I'uman Publisbinii: Corp. 
l.aullaw Lkochers 
River F-oresc, lib 

Business Machines Projects. Paul Pa.rtor, 1976 

[■ibn- Practice Workbook. 3nl Ed,. Re^^scd by Donald W. Connc^r. 1975 
Teu Kev Adding iMachmc Course (Revised Ed.i. Pactor/ Johnson. 1968 
Full-Kev board Addm^; Maclune Course. Pacror/ Johnston. 1968 
Pers«)[ial T\ pni^. Louis C. Nanassv. Nathan Krcvolin. and John E. Whitcrah. 
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Lesson 1 



The World of iUtsiticss 



At rlu- li'iKliisiuii (.1 tins li'ssnii [\w stiuk'iir will be .ible to: 

l.isr aiu! ilescribi ]>iissibk' ()(>[n>rcun ities in riie business ,nul conitr.ercial wi^'Kl. 
i^-e(>.n-e ,1 resiiiiK' uv [htsoikiI d.ic.i sheet nncl a cover letter. 

I ■luliTst.nul v^ha^ is meant b\ [Personal atul job c|ualificarions and list own 
qiKiliti». arimis as the vear progresses. 

Method 

A. I.eeturf diseussi^n 

1 . Folder ot credentials 

a. Personal data sheet or resume 

b. Certificates ot awards 

c. Letters of recommendation 
(L Samjdes i>f \v(^rk 

2. IVeparing a resume or personal data sheet 

3. Listing; qualifications 

B. Audiovisual 

1. Filmstrip aiui cassette - ''Working With Business Machines/' 

2, A,V. 1 Sample Resume 

Denionstration 

Teacher will demonstrate on the board how to prepare a resume. 
Teacher preparation 

A, Gather lecture notes, 

B. Collect s.implcs of resumes, 

C- Cet filmstrip projector and cassette player. 
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Stu-k-iu .utis-ity 

A. Stiulc'iits will list snitciblc \nh pt^ssibilitics in the workl of business. 

B, Stuilc'iUs will write a pets* »f\.il sbcct or resmne <uul develop ;i iiO.erol 
errtlentials. 

FAMliiati* m 

Te.ieber will evaluate eaeli student i lulividuall v on the student activities. Students 
will liave [Joints to follow when making their resume, and the teacher will check to 
be sure that all [unnts were covered. 
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Lesson 1 



rlic TclcplioMc 



At rli^ 'inpli' rioii mI this k-ss^>n t!ir studriu w ill he ahk' to: 

('<>rrr\il\- .in^wcr thr ri. L plu'D^ in a Liivrii situarion. 
C' 'Tiw rl\ iii.i.kr • ■iMiu: ealls in .i ii'vrn situ, it inn. 
I )'-nw msfi .kl' It' take .1 MK'sSviiZC propcrK". 

Mrrh.ul 

A. ! turt" vliscussit ui 

1. (l.iriicriiiv; in [Mimatii >n before making tlu* call 

2. V'vncc control wliik- making tlu' call 
}. Kt'ccivini; calls 

a. Itlcntii vmiil: vourscll -pmpcrK 

b. Screen inu c.ills 

c. TakinL:; niL's.sat;cs 
4. l.^)n^ tlisrance calls 

^. L'sini; tlu* telephone tlirect<^ry 

li. Audiovisual 

The Bell Telephone Telctrainer unit. Put (nit by the telephone company, 
includes telephones, nu>nitc)r units, and instruction booklets. Also contains 
booklets with role-play iuL: situations alreadv' developed, 

C. [ )einonstr.ition 

Teacher will demonstrate the proper ways U) make call, receive a call, and 
screen calls. 

Teacher prcparaticm 

A. ("latlier lecture notes. 

R. Call Bell Telephone for a Teletrainer unit. 
C. Brini; in telephone books. 
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A. Stiulcius \\\\\ puai..- -ropi'i- .-uimi-;' ..r.Mis .■■ .cJuros in tc.h !ici -in.uic 
U'K'pliwni.' IniuK >i piiunc ninnhor. 

I'.v.ilu.iri* 

A. TLMclu'r will evaluate' call stiulcnt inLlivicluall v on stiulcnr activity A. 
l->. Tcaclu'i will cIkhIx phon^' luinilx'is listed h)r student activitv B. 
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I ilt.'.i: Skills 



( )i)|f( riv'. 

I v ni'>iistrMrr j>i-{)rr tiliti/ r., Iinupirs, umii;' tlw .ilph .ihtf i< ..I . mitiini^ .il 
-.ul'|c( I , .111^1 'l.if '■ III' 'I)' 

Mi (IpkI 

A. I.< ' rmc «li .i ii'.'.i"ti 

I . Kc, !',<,[)■, I<.r i fi< ( tr. ;ir '.f''iii 

I )if Icicni \\ .w. '»i iiliiii' 

,\ . i! pll.iln-t i( ,il 

I) , iiiiinn if .il 

( . M)l))( ( r 

.1. (I.itr 
S, ( !t ( >'.', I clef ''IM ( s 
'1. |.(|lliptM('lll .111(1 MIIJpllc*. 

|ii,lc\ < .ird ■•SMcm I'M tvttirviiii', fii.itrihil'. in.jn 
I'), Amli' 'vi'.ii.il 

A.V. \ 1 iliti}' ' '.'^ ' 

( . I )< IIM Ml'.t t .II I' »M 

1. 1 r.„ li.i will (l< ItiMlr.ll.llr r.n li mI tlh mm|(»I 1 il ; ' 

'IV. i« h. i will (l< HMiiiMi.iir Ik.w («. v t .1 iilinK sy.trMt. 

'I c.K Ik T |>H'|).il .it 1( »ll 

A. < I.it Ih'i K i I tm' m itr-,. 

I',, (i.itlirf (IrlfK.IlM Ml i' Hi .Hid Mn.|r||| .t(IIVltV Mt .t I <" I f .1 1 . 
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Ar \\u i .-rn, luMMii -1 :!ii> 1' '■■•"11 til'' ^tii^l^'iit will he able tu: 



i', it^.fin iMutiiu iiLiilin- |'rM,.'.liiu's in a siimiKitccI sitii.ilioiK 

I >, n,,.,r.,r[,iU' f!i'. ii - "! tli'' p-M.iL'.'' nictrr. 

S ,M ni..il r . 'r.lm-/ c ,l|'ii..lHi .il ii..iiK-s, dc [)ait nicnts, and room nuntbcrs. 



A I ( lit . il .' W.M' Ml 

1 . I l.iiulltlll' UK ' 'Illlll,' III, 111 

>, 1 I.HMlli,,/ . .Mfi'Miii-, null 
( 1. ,',■,(■■, . tl (|( tiiii- a i( III. Ill 

■\ Sp. ( l.il p' r.f ,il M I VK 
, ) iir j). ,M .i;'. Illa< hllM' .l( ''i I" " 

I |,..* r. mail li.iiwllr.l lu i'-;^ 
r,. M.fli.Mh, .Miriiit' iii.hI in (liUcMiit ■ .i ran i/at inns 

r». Ati-!i 'UMi.«l 

AA'. I An liH nnitn;', I i Mt i 
( ! ). tih MiM I al n 'Il 

,,,|ll lal.r <1..'/. 'l')^^ iIm' nllMc, wlicM ■.otiu'onc will cl(Mn( )nsrra f c 

how ill. li. |M. a.r/r ina( liitii' r. ir>''*l. 

.M In I 1*1 ''p. n .it I' >n 

A. < .a I Ini \t t I 111 I li< ill"'.. 

(» Aii.Hiiv l<H Mm' . la-/, tM y,. .|..'AI\ t<. tin nifu 
f . ( ..itlii'i iiiatrii.il', I'fi ■.fiid-ail a( tivity . 



S( mK iir .11 rivit\ 



A- Studciits will surt cnvclupcs ,icc(n-diiii^ to alphabctic.il names, 
B. Usirii; a small postai;^- mctLT, stiulcnts will wcigli mail arul determine the 
P' ;st.iL^e [u e Je(>l . 

f-.vahi.jti( *n 

Student, will he evaluated iiulividually on the student activities. 
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Full-Keyboard Adding Machine 



( )bjL*CtiVL'S 

Ac cliL- cuinpiction of this lesson tlic student will be able to: 

Operate die full-keyboard adding-listing machine. 

Idencifv the parts uf the full-keyboard adding-listing machine. 

M<.'thod 

A. Lecture discus5i(;r. 

1. Whv are adding niKii'.^es jsed:^ 

2. The parts and func- ii, of the Remington full-keyboard adding-listing 
machine. 

3. How the machine is used. 

B. Audiovisual 

A.V. 5a Full-Keyboard Adding i Machine 
A.V. 5b - Addition Practice 

C. DenuMistration 

The teacher will demcjnstratc how to do various functions on the adding-listing 
machines. 

Teacher preparation 

A. Gather lecture notes. 

B. Collect adding-listing machines in the school to show several types. 

C. Have handouts ready for student activity. 

Student activity 

Students will be divided into groups. Fach group will have certain problems that 
must be done on the jdding-listing machine. Some problems will be done by hand 
and then checkcLl on the machine. 



Evaluation 

Teacher will evaluate each student individually on how well she performs on the 
full-keyboard adding-listing machine, 
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Lesson 6 



10 Key-Listing Calculator 



Objectives 

At the completion of this lesson the student will be able to: 

Identify the parts of the U)-kcy listing calculator 

•Operate the 10-key listing calculator. 

Metlu>d 

A. Lecture discussion 

1. The differences between an adding machine nnd a calculator. 

2. What C)peratir^ns can be done on a calculator? 

3. The differences betwc*en a listing or printing calculator, a rotary calculntor 
and a nuidisting electronic calculator. 

li. Audiovisual none 

C. Demonstration 

The teacher vvill deincMistrate how tu add and subtract on the calculator. 
Teacher preparaticm 

A. Gather lecture notes. 

B. Clet projector and A.V. material. 

C. Have fnaterials ready for demonstration and student activity. 
Student activity 

A. Students will identify the parts of the 10-key listing calculator. 

B. Students will do practice exercises in addition and subtraction only on the 
10-key listing calculator. 

Evaluation 

Teacher will evaluate students individually on the student activities. Spelling will 
not be stressed in activity A, but the terms themselves are important to know, 

10 
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l.csson 7 



Oigital-Rcadout Calculator 



( )lijcctiv(.'s 

At tlic c(jMclusicMi i)f this lesson tlic student will be able to: 

Idcntifv the parts of the (lii;ital-reatlc)Ut electronic calculator. 

IVrforni addition, subtract' )n. multiplication, and division operations on the 

calculator and on. the lO-kev listini^ calculator. 

Metiiod 

A. Lecture (liscussi(jn 

1. The diiierences between the electrcjiiic di|z;ital-rcadout calculator and the 
lO-key printinj^ calculat()r. 

2. Advantages and disadvantages ol tlie two types. 

3. Multiplying; and dividini^ on the calculattjr. 

4. Multiplvinj; and dividint; on the 10-kcy listing calculator. 

5. f'ixed decini.d point vs. floating decimal point. 

f^. Audiovisual none 
C.\ Demonstration 

1. Teaelier will denujn.strate how to do the four functions on the calculat(jr. 

2. Te.icher will tieinonstrate how to do the four functions on the 10-key listing 
raicuhitor. 

^" :ii i\rv prejiaration 

A. CiatluT lecture materials. 

B. (Jet projector and A.V. material. 

C. Have materials ready f()r demonstration and handout sheets for student activity. 
Stuclent activity 

A. Students will iderjtify tlie parts of the digital-readout calculator. 

B. Students will work out problems involving each of the four functions on the 
digital-readtnit calculator and tlie 10-key listing calculator. 

Evaluation 

Tcaclicr will clicck the answers to the problems and evaluate whether or not the 
c(irrcct process was used in obtaining them. 
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Lesson 8 



Practice Session on Calculators 
and Adding Machines 



( )bjcctivcs 

At tlie conclusion of tlii<^ lesson the student will be able to: 

Operate the calculators and adding machines for several different types of 
problerns. 

Identify the parts on all of the machines previously examined. 

Method 

A. Lecture discussion none 

B. Audiovisual 

Teacher-prepared handout sheets according to student needs 

C. Demonstration none 
Teacher preparation 

Teacher will have problems on handout sheets for students to solve on tlie 
different marhines used previously in class. 

Student activity 

Students will work independently on the problems on the handout sheets. Some 
problems are to be done by hand, others on the adding machine, and others on 
the calculators. 



Evaluation 

Teacher will uvaluate each student on: 

1. Correct method of finding the answer. 

2. Amount of time required on each machine. 

3. Correct use of machine. 
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Payroll Deductions 



( )hicctiv{.:s 

At the concliisicHi ni' tins lesson the student will be able to: 

Kihjvv what the dediictions are on a paycheck. 
Use a caleiilatur to fii^iire out net-pay probleius. 



A. Lecture discussion 

1 . What are deductions? 

2. What IS yi,ross pay' 

3. What is net pay? 

4. [low to fii;ure out a paycheck usin^ a full-keyboard adding machine. 
B, How to fij^ure out a paycheck usinj; a calcuhitor with tape. 

B. Audiovisuid 

1. A.V. 9a A Sample Paycheck Stub 

2. A.V. 9b, c. d Payroll Problems 

C. Hemonstration 

Tcaciier will demonstrate iiow to fijijurc out net pay, usin^ both a full-keyboard 
adding machine and a calculator. 

Teacher preparation 

A. father lecture notes. 

B. Make up handout sheets for student activity. 

C. Get overhead projector and A.V. materials. 

D. Have adding ruacliines and calculators on hand. 
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StudLMit aciivitv 



StLulcnts will 1h" o]\'fu iKUulout slu-cts with prt^blcins on tlicin involviriii; gross and 
net pay. Tiicv will solve as many problems as possible, using the machines 
available. 

FA'al nation 

A. Teacher will evaluate eacli student on the method that was used to find the net 
pay. 

B. The Business Math test should be given at this time. 
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The IBM Sclcctric TypcwrirL-r 



Ac tin. Miclii^!' ill "t" (Ills [\)c ^uulcnr v\'ill he ahlc to: 

iJci:rit\ :!u "1 ilir IIWI Seh-ctriL r v iH-wriref. 

( Ji.iirj.. ihf cK-iiu-iit h.ill pifpL-rly. 

I)rin> iD^t r.ire .i LniiilMnrv v\irh rhr MKuhiiu- h\ [HTtvu-niinii^ siiiipK' t\ piii^ 
pi ' K rdilt rs. 

A. ! niic il isi;iis^i( Ml 

1. ThiiiLV' ili.it iiiakf the Srl«.-Lti-ic Llifteruru 
A. rht iMn'i.it^i' th)e> iiiovi-. 

h. 'Hh lit im iit LMti In- c.islly chju^ecl tn i;ct a new tN'pe tout. 
Thi h.i.siL [larts of thr tvpcvritLT anJ what they do. 

1',. Aiuhf iv' ' ,ii noiiu 

1. Thi- traehir will lIl'iik xistrate the proper way to type on the typewriter. 
1. Tlu- ti'cieher will tleinonstrare how to clian[i;e the clement. 

Te.ieher prepar.irion 

A. ( iarher h i i lU'e notes. 
I^, ( iathei' A. V. materials. 

r.xrra tyi^itn; elements for ilemonstration . 
I), 'i'vpinii, l^aper lor srndent activity. 

Student activity 

A. Srnilents will iilentify the parts of the IBM Selectric typewriter. 

W. Stiuleiits will practice chan[i;in[4 the typing element. 

C. .Srnilents will practice typin^i; to beconK' aci|iiainte(.l with the imichine. 

[•vahiat ion 

A. 'I'he teacher will evaluate the studcnt.s on how well they changed the typing 
clement. 

W. The teacher will make an assessment of which students can do some basic 
typing. 
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I.csson 1 1 



Signs, Symbols, and 
Kcvhoard Practice 



EKLC 



Ai thv (■^Hul^l^l"n > -t this IcNSi-ii tlu' stutlciit will be able to: 

CoiT'/ctlv rlu> svnibols antl sii;ns that arc foLUKl on the kcN'boiirtI oi tbc 

t\ pcwiitcr. 

coniL t.iiiiiliar with tlic r\ pcwritcr ami tlic typing!; keyboard. 

A. I A c-rurc diMT.--' • i 

1. *rbc- .I'^iis a- . ! rhat can be found on tlic typewriter, and wliat tliey 
nu'an . 

2. I Kc of 

a. Abbreviations 

b. Ss nd')ols in jdace (jf words 

c. Punctuation marks 

^. Comparison of different makes of typewriters. 

B. Auiliovisual noni' 

(!. Dciiionstration luuie 
R eadier preparatit )!i 

A. (iatlier lecture notes. 

B. Have materials ready for student activity. 

C. Ciet (Jther typewriters to slu)w the diffcrcMiccs. 

Student activities 

A. Students will work on handout sheets. They will locate the signs and symbols 
that can be fouiul (jii the typewriter and explain what ( acti is used for. 

B. Students will practice typing on the IBM Sclectric typewriter to become familiar 
with the keyboartl. Other typewriters will be available too, for practice and 
for finding differences. 

Evaluation 

Students will be evaluated on bow many of the signs and symbols they could 
identity correctly. 
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Lesson 1 2 



Ccntcrii)g 



( )h]C'ctivc 

At. the L' uu liisii )!! this lesson cIk' studcnit will be dble to: 
Ct-nriT liori/uiitallv. usins: the directions trom this Icssotu 



Method 

A. Lecture discussion 



Directions for centering; hori/ontally 
] . I- ind the center of the [);iper. 

2. Backspace tor every other letter or space. 

3. Tv|)e. 

B. Audiovisiials 



1. Chart 12 Horizontal Centeriiii: 

2. r V. 12 Centerinu; Lxercises 

(!. • )enionstra: I )n 

'I'eacher will demonstrate horiz'ontal centering. 



Teacher preparation 

A. (lather lecture notes. 

B. (lather A.V. niaterirds. 

(], Have materials ready for student activity. 

Stutlent activity 

Usinjj; titles from a liandour sheet, students will practice horizontal centering, 
followini^ the direction sheet. 

r- valuation 

A. Teacher will evaluate each student's page of centered materials. 

B. Teacher will observe hnw well each student followed the direction sheet. 
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l.csson 1 ^ 



Word Division 



( >l)i(.'Ltivcs 

At the conclusion of cliis K'SS(jii the srudcnt will be able to: 
Divide worils between sylhibles. 

Divide words between roots and prefixes or suffixes. 
Divide hyphenated words »d'rer the hyphen. 

Method 

A. Lt discussion 

1. Why we need to divide words when typing;. 

2. Dividing words between syllables. 

3. Dividing; w^(^rds between roots and prefixes or suffixes. 

4. Dividing; hyphenated words after the hyphen. 

5. Try not to hyphenate: 

a. titles or initials in a naiTie 

b. dates 

6. not hyphetiate: 

a. the last word on a pa^e 

b. before or after a sw^lc letter (a-mcnd; nccessar-y) 

B. Audiovisual 

A.V. 13 Word Division 
(]. Detnonstrati(Mi none 

Teacher preparation 

A. (father lecture notes. 

B. Prepare worksheets for student activity. 

Student activity 

A. Students will work on wc^rkshcct giving words for them to hyphenate. 

B. Students will work on worksheets containing paragraphs whose right-hand 
margins are uneven and which must be retyped properly. 

Evaluations 

Students will be evaluated on how well they completed the student activities. 
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( ^1 \ tivrs 

At tlu u.mp!cti''n ..t rliis thr ^nukiit will Mc ro: 

Sl-c up cIk" t\[u'writrt tor a talnilatioti [Hohlt'in. 
a [M()l)k':n iisinu tlu' talnilation key. 

A. I.c'LCuro discussion 

1. (icttiiii: tlu' tvpcwritcr rc.uly tor tabulation. 

2. Plannini: the arrani^cmcnt of the problem. 

3. Tvpin^ the hcadini: 

4. Usini: the tabulatit)n kev 

B. Audiovisual 

A.V. 14 Tabu'at;^ t^. ProblLMii 

C. Demonstration 

Teacher will demonstrate how to set ; : ^ rypc i t..bi'i.iCion problem. 
Teacher prepiiration 

A. Gather lecture notes. 

B. Gather materials for demonstration, 

C. Make handouts for student activity. 

Studeiit activity 

A. Students will first work on worksheets and set up tabulation problems as they 
would on the tvpewriter. 

B. After this has been checked by the teacher, the student will try another 
problem on the typewriter. 

Evaluation 

Teacher will evaluate both activities of each student. 
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»ii 1 Kulcs tor I'sini: NuihIhts 



•\' t . ■ - 11 ; ! ■ 1 : i; - » ii ( !u >i luK-ii ( will Ih' AAc U^: 

I'. [\):- !> iiiiumK < >!! tlu' t;|H\\MuTln toHow:" iinc l\isic rules. 

A. 1 A\ t HI ills*. Lis^ii ill 

1. WluM r^) use iuiiiKr\tl> Awd wIumi to spell nuiuhcrs out, 
.\ ^ .1 iumI t ulcs 

vi. SpcW <uit imiimIhts [tcIow 10, 

h. 'V\yc lunnbers In ,nul over in tii;ures. 

S(H-!! uut a ruiiuber that bei;ins .i sentence. 
^.1. Mone\ is t\ pei.! in tigures. 
e. iXites .ukI street addresses are in figures, 
t. Street names below 10 are spelled out. 
Street n.i!ne> .ibt^e 10 are in figures. 

3, Other more speeiTiL rules ■■ tneasuremcnts. ai;c, time in figures. 

4. liule* 'e expressifDUs in words. 

\y Audiovisu.il riwne 
i\ Demonstration none 
Teacher preparation 

\ Cither lecture notes. 

\l. Have materials rcadv hu student activity. 
Student activity 

A. The student worksheets will consist of paragraphs containing errors in the use 
of numbers. They will fmd uiistakes and correct them. 

B. Students will do a practie . with numbers on the typewriter. 
Evaluation 

Teachci will evaluate each student on the student-activity worksheet. 
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ssoil \U 



Tlic Fluid Huplicator 



Ar {lie t < •inpK rio!) rlus k sson tlic ^tlulcnt will he Mc to- 

(lorrcitlv o|H'iMtc rlu- \]uk\ duplicating maclunc. 

Make a spirit master and run ntt the copies on tlie machine. 

Method 

A. 1 e<. til re diseiission 

1. The p.irts of the matuial fluid duplicator. 

2. flow to use the duplicatiuL; machine. 

3. Making ma.ster sheets (or the duplicator. 

B, Audiovisu.il none 
(!. Deinoustratioii 

1. Teacher will demonstrate how to make a master for the duplicator. 

2, Teacher w ill demonstrate how to use the duplicating machine. 

Teaciicr preparation 

A. Gather lecture notes. 

B. Be sure to have the duplicating machine available. 

C. Have enough masters for the demonstration and student activity. 

Student activity 

A. Students will make their own masters. 

B. 'Students will run off as many copies as directed. 

F.valuation 

Teaciicr will evaluate students on how well they ran off the final product on the 
duplicating machine. 
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Lesson 17 



The Mimeograph Machine 



Objectives 

At the completion of this lesson the student will be able to: 

- Identify the parts of the mimeograph machine. 
- -Correctly operate the mimeograph machine. 
- Plan and make a stencil for the mimeograph machine. 

Method 

A. Lecture - discussion 

1. What are the parts of the mimeograph machine? 

2. What are the parts used for? 

3. How the mimeograph works 

4. How to use the mimeograph 

5. Care of the mimeograph machine 

6. Common problems that occur 

7. How to make stencils 

8. How the electronic stencil-maker works 

B. Audiovisual - none 

C. Demonstration 

The teacher will take the class to the office, and one of the secretaries will 
demonstrate how to use the mimeograph machine. The secretary will also show 
how to make stencils on the electronic stencil machine. 

Teacher preparation 

A. Gather lecture notes. 

B. Gather all materials needed for student activity. 

C. Be sure that the office staff is ready for the demonstration part of the lesson. 

D. Have all materials ready. 
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Student accivnty 



All students will make stencils For the mimeograph machine. The class will chose 
the best one and take that one down to the office to be used for the 
demonstration. 



Evaluation 



Students will be evaluated on the discussion back in the classroom that will follow 
the demonstration. How much did they understand? 
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Lesson 1 8 



The Photocopying Machine 



ERIC 



Objectives 

At the conclusion nf thi'- It'sson the student will be able to: 

Use the phutocopinu : acliine to reproduce a paper. 

Use the photocopvinv^ machine to reproduce a page in a book. 

Method 

A. Lecture discussion 

1. The parts of the machine and how it works. 

2. How to photocopy individual papers. 

3. How to photocopy pages in a book. 

4. How to change the paper. 

5. How to make a copy lighter or darker. 

B. Audiovisual - none 

C. Demonstration 

The teacher will demonstrate how to use the photocopying machine to make 
copies of sheets of paper and pages in a book. 

Teacher preparation 

A. Gather lecture notes. 

B. Be sure that you have access to the media center for use of the photocopying 
machine. 

C. Have any student materials ready. 
Student activity 

A. Each student will draw something on a sheet of paper and photocopy it on the 
machine. 

B. Each student will choose something in a book and reproduce it on the 
photocopying machine. 

Evaluation 

Students will be evaluated individually on how well they reproduced their activity 
sheets. 
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Lesson 19 



The Thcrniofax 



Objectives 

At the ci)rnplctii)ii this lesson the student will be able to: 

- Make an overhead transparency using the Thermofax machine. 
"--•Make a duplicating; master usiiii: the Thermofax machine. 

Method 

A. Lecture discussion 

1, What is the Thermofax machine? 

2, How do vou make duplicating masters on the Thermofax machine? 

3, How do vou make overhead transparencies in the Thermofax machine? 

B. Audiovisual none 

C. Demonstration 

The teacher will demonstrate how to make an overhead transparency and a 
duplicating master in the Thermofax machine. 

Teacher preparation 

A, Gather lecture notes, 

B, Make sure that the equipment is available in the media center. 

C, Be sure to have enough materials for the student activities. 

Student activities 

Students will make a dark drawing and then make a duplicating master and an 
overhead transparency out of it, using the Thermofax macnine. 

Evaluation 

The teacher will evaluate each student's activities. 
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The Vclo-Bindcr 

Lesson 20 



Objective 

At the completi<M) n\ this lesson the student will be able to: 
- Bind pa^es to^^ether into a book using the Velo-Bindcr. 

Method 

A. Lecture discussion 

1. What is the Velo-Binder and what does it dc ? 

2. How the Velo-Binder works. 

B. Audiovisual - none 

C. Demonstration 



The Printing teacher will demonstrate the operation of the Velo-Binder to 



the 



students in the print shop. 
Teacher preparation 

A. Gather lectures notes. 

B. Make arrangements with the Printing instructor for the demonstration. 

C. Collect magazines and other appropriate materials for student activity. 

Student activity 

A. Students will prepare a number of pages containing pasted pictures and/or 
drawings and/or text on the vocation that interests them most at this pomt. 
There should also be a cover page. 

B. Each student will bind his/her pages into a booklet, operating the Velo-Binder 
under the supervisision of the Printing teacher. 

Evaluation 

The teacher will evaluate the students on their creativity on the project and their 
behavior in the printing shop. 
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Lesson 21 



The Dictating Machine 



(Objectives 

At the completion of this lusson the student will be able to: 

Identify the basic controls on the dictating machine and use them correctly, 
• Tvpe while listening to the dictating machine, pacing the speed of listening. 

Method 

A. Lecture -- discussion 

1. The basic controls on the dictating machine. 

2. Why is it used in offices? 

3. How to pace yourself while typing and listening to the dictating machine, 

4. Pioblems that may be encountered while using the machine, 

B. Audiovisual - none 

C. Demonstration 

The teacher will demonstrate how to use the dictating machine for recording 
and transcribing. 

Teacher preparation 

A, Gather lecture materials, 

B, Be sure machine is ready for use, and get any available tape recorders as well, 

C, Have student-activity worksheets ready. 

Student activity 

A. Students will practice reading into the machine as the worksheets indicate. 

B. Students will practice speaking into a tape recorder, to show differences in the 
adaptabihty for office use, 

C. Students will practice typing, using the machine with teacher instructions 
spoken into it. 

Evaluation 

Teacher will evaluate each student individually on the student activities. 
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Typing Envelopes 



Objectives 

At rlic L-oniplction i^f this lesson the student will he able to: 

Address business and personal envelopes. 
• -Use proper spacing when addressing; small or large envelopes. 

Method 

A. Lecture - discussion 

1. Small envelopes. Used lor - 

a. one-piige letters 

b. no enclosures 

2. Large envelopes. Used for - 

a. more than one p;ige 

b. enclosures 

3. Spacing - always single-spaced 

4. Special notations on envelopes 

n. Folding letters and stuffing them into envelopes 

B. Audiovisual 

A.V. 4 - An Incoming Letter 

C. Demonstration 

1. Teacher will demonstrate the proper way to address an envelope and make 
special notations on it. 

2. Teacher will demonstrate the folding and stuffing of letters. 

Teacher preparation 

A. Gather lecture notes 

B. Get overhead projector and A.V. 

C. Get worksheets for student activity. (Dictating machine and tape recorders may 
be helpful, too.) 
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Student activity 



Students will be given practice sheets with the names and addresses integrated into 
paragraphed material. They must select the information for the envelope and type 
it correctly. 



Evaluation 



Students will be evaluated on how well they accomplished the problems in the 
student activity. 
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Lesson 23 



Typing an Outline 



Objective 

At the completion of this lesson the student will be able to: 
Correctlv tvpe an outline on the typewriter. 

Method 

A. Lecture discussioTi 

L The purpose of outlining 

2. Writini; an outline (class project - based on a short story) 

3. Typing an (DUtline 

4. Usine the correct letterini^ and numbering 

B. Audiovisual 

A.V. 23 - Sample Outline 

C. Demonstration 

The class and the teacher together will work up an outline. 

Teacher preparation 

A. Gather lecture notes. 

B. Have A.V. ready. 

Student activity 

Students will type the outline (short story) that was done in class. 
Evaluation 

Teacher will evaluate the students' typing. 
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Losson 24 



Typing a PersonSl Business Letter 



Objective 

At the compleMon of this lesson the student will be able to: 

Correctly write a personal business letter, using the proper parts of the 
- Type ihe personal letter. 

Method 

A. Lecture - discussion. 

1. Occasions for personal business letters 

2, The parts of the personal letter 

a. return address 

b. date 

c. address of receiver 

d. salutation 

e. body of letter 

f. complimentary close 

g. signature 

h. typed name 

B. Audiovisual 

A.V. 24 - A sample personal business letter 

C. Demonstration - none 
Teacher preparation 

A. Gather lecture notes. 

B. Get overhead projector and A.V. materials. 
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Student activity 



A. Students will write a personal business letter in the proper foru). 

B. After the letter has been approved by the teacher, the student will type th 
letter and an envelope. 

C. if any of the letters involve actual situations, e.g., complaints, requests fo 
information, subscriptions, etc., these should be mailed. 

Evaluation 

A. The teacher will evaluate each letter before i: ^ t\ n-d by the student. 

B. The teacher will evaluate the typed letter t'.r neatness, accuracy, spacing, an 
correct form. 
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Lesson 25 



ObjcctivL'S 

A' ( (.mpK'ti'Mi (jfrliis Icssnii rhc stLulcnt will be <iblc to: 

^'oinposu .1 torinal biisiiK'SS letter. 
'y\pc n torin.il biisiiu'ss K'ttLT. 

Mctliod 

A. lA'ctiirc LliscLis-sion 

1. I'lu- parts of tlu- business letter. 

2. Comparison witli the parts of the personal business letter. 

3. Speci;jl notations found on a business letter. 

4. Carbon-copv notations 

. 5. I^)st^eripts not to lu' used. 

P>. Audiovisual 

A.V. 2 5 A sample formal business letter 
(]. I )einon!.tration none 
Teat luT preparation 

A, C;allier leetinu notes. 

B, Nave materials re.uly for student aelivities. 
Student activity 

A, Students will eoiupose a formal Inisiness letter in the correct form. 
Students will ty|)e tlie letter after f!;ainin^ afiproval from the teacher. 

C, Students may [iracriee typing business letters usinjj; the dictatinjj; machine or 
rape reeorder. 

Iwaluat inn 

A, Teacher will evaluate the formal letter written by the student before it is 
ty[)e(l. 

U. Teaciier will evaluate tlie typed letter for neatness, accuracy, spacing, and 
proper form. 
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The Cashier 



( )bjcctivcs 

At the c(Uiiplc'ti()n of this lessen the stiulcnt will be able to: 
DeiTiDnstrate how to i;ivL- tlie correet change to a customer. 

fX'Scribe the role of the cashier and the many duties that a cashier may have to 
do. 

Methotl 

A. Lecture discussion 

1. what tloes the cashier do? 

2. Where does the cashier work? 

3. What other jobs may the cashier have to do? 

a. Bagging 

b. Restocking her immediate area 

c. Keeping track of her change 

(h Watching that her tape does not run out. 

4. hlow to give change 

B. Audiovisual 

Filmstrip and cassette ''Working in a Supermarket'' 
C. Demonstration 

The teacher will demonstrate how to give change many times, until the 
students feel ready to try it themselves. 

Teacher preparation 

A. Gather lecture notes. 

B. Be sure to have a cash box and plenty of change. 

C. Have worksheets ready for student practice. 
I), (let filmstrip projector and cassette recorder. 
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Student activity 



Students will form groups of two and practice the problems on the worksheet. 
One person will give the ctumgc and the other person will check it and write down 
ttie amount on the worksheet. 

Evaluation 

The teacher will evaluate the students on the answers written down on their 
workitieets. 
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The Cash Register 



Objective 

At the completion of this lesson the student will be able to: 
- Identify the parts o{ the register and describe the functions of the keys. 

Method 

A. Lecture - discussion 

1. The parts of the cash register 

2. The different keys on the cash register 

a. sub-total 

b. taxable/non taxable 

c. recording tax 

d. one item only 

e. amount tendered 

13. Audiovisual nunc 
C. Deniunstratiori 

The teacher will demonstrate each of the keys on the cash register to slur.vwhat 
its function is. 

Teacher preparation 

A. Gather lecture notes. 

B. Be sure to have the cash register available for the student activity. 

C. Have worksheets ready for the student activity. 

Student activity 

A. Until it is the student's turn at the register, the students will form groups of 
two and do the same activity as yesterday. 

B. One student at a time will come up to the register and practice using the 
different keys, as per in^.t: 'ictions found on the worksheet. 

Evaluation 

The teacher will watch closely to be sure that the student is able to use the 
various keys or the cash register. 
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Using The Cash 'U^cistcr 



ERIC 



A; : inr " : ■ - ^ble to: 



, I 



f'v.'iliiation 



i ••.v.>i king as a casliicr. 



/\. Sfi::!'!-' ' " ' 'I' ^ ' 'I"'' tlu'iTi !•> ihc casliicr, who will 



will '■ ' '''I'll ; ' " ' I »l i> !i . f li.il I Day atiM' in (In jol) ol 

.'Jiirr. 



'['t.Mclic'' '/.ill ' ViilM. '( icl) M i'lii,' inlivi'! , .11 , <. vrll ilr .indent activity is 

- .irrird {)uu 



Lesson 29 



Practice Session Witli 
The VICA School Store 



Objectives 

At tlic coniplcciou (){ il)is lesson the student will be able to: 

— Set up stock in tlic VfCA school store. 

- -Carry out practice sessions using the school store. 

Method 



A. Lecture discussion 



1. liovv to kee[) track (A stock. 

2. Setting up stock in the sciioul store. 

3. Keeping an inv(:nt(jry. 

4. Marking the stock with prices. 

B. Audi(jvisual none 



C. Deinonstrati(jn 



^reaelier will demonstrate a situation where something is missing in the 
inventory. 

eacher preparatitjn 

A. Ciatlier leetur'* nous. 

h. Have school noi" set up in the cKxssrooni. 

C. Have a casli re^r,ister .wid eliange ready. 

D. Ik sure to liave a pric:er of some sort ready, also poster paper and magic 
markers, etc. 



Stutlcnt activity 

A. Students will make sure tliat all of tiie stock is ready and inventoried. They 
will price all merchandise and make signs for the store. 

h. Students will practice selling merch.mdise and taking cash for tlie store. Cash 
boxes will l)r usefl if tiie casii register is unavailable. 

Evaluation 

Students will be evaluated individually on how mucli work tliey produced during 
tlie (hiy. 
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Lesson 30 



Running the VICA School Store 



objective 

At tlie compk'tit)!) «>t this lesson the stmierit will be able to: 
Work in the VICA sclioo! store in a real-life situation. 

Methutl 

A. l.eetiire Lliscussion 

1 . 'retting reatlv t(j < >pen 

a. Check stock. 

b. Be sure to have erH)U[i;h chan[;c. 

c. Know the prices of the articles. 

2. Choosing jobs 

a. Cashier antl checker 

b. Salespeople 

B. Audiovisual none 

C. Demonstration uonc 
Teaclier prepar.ition 

A. Be sure to get peiinission from tl'ic proper authority to liavc the store open. 

B. Be sure to have enough supervisHDU available in case scmicthing untoward sliould 
happen. 

C. Have students check each other, but be sure to have a stand-by in case 
someone "panics.'' 

Student activity 

A. The store ^''ill be set 'i' f ach break time at the school. Students will rotate 
jobs so each has ■ ch,.me feu the first break of the day. 

B. It there is extra superviraon , some students may go off with the teacher for 
extra practice. 

Evaluation 

Students and teacher will all evaluate how well the prf>ject went. Suggestions and 
changes will be made. 
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Lesson 31 



The Library Aide 



Objectives 

At the completion of this lesson the students will be able to: 

- Identify the different jobs that a library aide would be expected to do. 
Make up a librury card. 

- File catalog cards. 

Method 

A. Lecture discussion 

1. The card catalog 

2. Filing by author, subject, or title 

3. The Dewey Decinuil system 

B. Audiovisual -- none 

C. DemcDnstration 

The duties in the library will be presented by the school librarian. 

Teacher preparation 

A. Make arrangements for the use of the library and the librarian's time. 

B. Make a list of all items rhat you want the librarian to cover. (List should be 
turned over ahead of time.) 

Student activity 

A. Students will practice filing catalog cards by subject, title, and author. 

B. Students will make up a library card. 

''•va!'i::*ion 

Students will be evaluate l on !iow well they behave as well as how much they 
are able to produce in tlie student activity. 
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Field Trip 



Objective 

At the completion c>! cliis Icssoii the student will be able to: 

Identify the different jobs that are available in a large office and the many 
types of machines* tliat could be learned. 

Method 

A. Lecture - discussion 

FVepare students for the visit. 

1 . Function of oftice 

2. Different jobs 

a. Familiar jobs 

b. Unfamiliar jobs 

3. F^ifferent office machines 

a. Familiar rnacliines 

b. Unfamiliar rnacliines 

4. office atmosphere 

B. Audiovisual none 

C. Demonstratioti none 
Teacher preparation 

Arrange for visit, inchidiuj^ transportation. 
Student .ictivity none 
Evaluation 

Students will be evaluated on a post -visit discussion. 
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Lesson 33 



Jobs for the School 



Objectives 

At the completion of this lesson the student will be able to: 

-Receive work from the teachers and plan how best to do it, 
Distribute some of the work to others. 



Method 



A, Lecture - discussion 



Students will spend several days working on school jobs. Teachers wiM lecture 
on the importance of doing a good job, producing the proper number of 
copies, getting the work out on time, etc. 



B. Audiovisual none 



C. Demonstration- none 



Teacher preparation 

A. Arrange with the office staff and teachers to have simple work sent up. ^ 

B. Be sure to have enough work on hand so that no students will be ^'hanging 
around^^ with nothing to do while the teacher is assigning work to others. 



Student activity 



Students will work on this project as an activity and will be responsible for 
collecting th.> work, completing it and returning it promptly to the teacher. 



Evaluation 



Teachers and students will evaluate the program together to determine whether 
any changes should be made. 
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RESUME 



Name: Mary Jones Phone: 445-9786 

Address: 245 East Sand Street, Woodbury, New Jersey 08096 



Personal: Height: 5'9Yi" Weight: 125 lbs. 
Schools Attended: 



Name 

Clearview F<eg. High 
Gloucester Co. Vocational 



Age: 17 
D.O.B.: 1/17/60 



Address 



Breakneck Road. Mullica HUl, N. J. 
Tanyard Road. Sewell, N. J. 08080 



School Activities: Vocational-Industrial Clubs of America (V.T.C.A. 



After-School Activities: Housekeeping, Y,M,C.A. 



Work Experience: 

Dunkin Donuts» Woodbury, New Jersey 



Waitress 



Honors and Awards: Attendance Award 



Interests: Music, Dance Club, Helping others 



References: 

Name 
Mrs. Francine Gnibb 



John Smith 
Mrs. Mary Best 



Address 

Gloucester Co, Vocational School 

Tanyard Road 

Scwcll, New Jersey 08080 

1 27 Cooper Street 
Woodbury, New Jersey 08096 

34 Albert Lane 
WilHngboro, New Jersey 



Position 
Teacher 



Dentist 



Housewife 
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Name 

1. List iht :.c v,(>rcls ay ! i.il^^'t v : 

waiti / 
ruir.st' 

Llienii: . . ■ ; 
rnoftT 

5f .ix i >].■ p. . :\' 
Electric Spci-*: < r:'ur;iri<jn 

A. B. Dick (".nr y.i ,r:\\\(>\\ 

Xerox 

()ay ri.'ii cU. \ \\ 

tlratt;:>r.'...iii 

Act:;;] !n-,ura!icj; ■ 

ch'."!nr;il roniTollc^r 



, ■ i 1. ■. I • 



^9('7 « 'lit Ai ■ 1 

Proctor .iful ^iatjihlr 
1 {) Aui'M u:an HoJiic 
.>545 Re. A 
I vi^ Lif.: 
1 Top l>r;iv; 

654 r;|,jss ProiliJcts 

Ari-.jr.. ' th'! )l|;'.-.vi.i»}r bv -Ltr^ \\ [rU i\i</ l;i(t"st (late iirst, 

iiiD- 73, l^^V'* 
May ^, 194H 
January 1!4, 1 '>4n 
)iinu 12. 
^> H) 4^) 
Anri' ! f)7 "1 

1 ' f.. 

2 4"'// 
August 27, 1 / '/ I 
July 12, ]')(>>< 

1 -6 6H 

February 2H, ^ 
January 2. 1977 
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^'^r>^^ \ HG LETTER 




MONROE FULL KEYBOARD ADDING MACHINE 




MONROE CALCULATING MACHINE CO. , INC. 



AV-5a 

46 



ERIC 



54 



ADD! 



!iAr ; !(:F ok; mi: adding MACHINE 



24.567 -1 l';.,7G4 641 

t 3,582 - • :35 +1,964 



73, 1 'Jb 
4.625 
3/,fi18 
+ 1 



654,321 
69,432 
7,654,286 
+ 942,817 
64,375 



$46, 154,3 ■ 
3,791.46 
H 53.171.4/ 



i,4/3.U. 
- 0'. 



S 751.76 
12,142.50 
306.25 



Q,64; >S^.2(j 621.50 

b^:L7ij ■ ■•' 50 94.25 

10.721 3P • .:. ■ ,) + 777.77 

30.60 
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M.. A ■ OR 
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:n MACHINE 



78,102 
- 4,162 



21,80b 

3,0;'! i 



[32 

r. 



i4 n?! 



1.50 



AV 6b 
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■ 659,650 

6 i29 i .'>ti ^ 215,765 

" H7.690 

7!-,;-, i i 401 .736 



5.5-43.95 



$76,596.50 
- 4,762.39 



b 3V6 • •■ 465.96 

bAul ■ ' 257.09 

3 50'.' + 987 .65 



$74 3<j,^ .: :: !9'-.rr:' S697-56 

ji.np.'Xj !.; i.) r.'C - 23.43 
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N2 



Total 
Hours 



Ycu earned and wc paid 



Kcgular 



Overtime 



Other 



TOTAL 



We paid these amounts for you 



F.l.CA. 



Withhold. 
Inc. tax 



BALANCE 



EARNING 



Period 



Number 



PAY-STATEMENT DETACH AND RETAIN 




PAYROLL (i) 



Nnme 



(1) Hourly vvDfjos: 1 9 lioiirs S 1 .93 an hour - S 

Gross Pay Income Tax Soc. Sec Pension Net Pay 
S S6.10 S2.10 S2.60 



(2) Hourly wages: 28 hours @ S2. BO an hour = $ 



Gross Pay Income Tax Soc. Sec, Health Net Pay 
$ $6.80 34.62 $2,50 S 



(3) Hourly Wages: 40 ho-jrs @ $6,25 an hour = $ 
Overtime: 10 hours @$ an hour = £ 



Regular Overtime Income Tax F.I.C.A. Union Net Pay 
$ $ $47.50 $19.73 $9.68 S 



(4) Hourly Wages 38 hours @ $2,05 an hour = 
Overtime: 6 hours @$ an hour 



$_ 
$ 



Regular Overtime Income Tax Soc. Sec. 



$ 



$18.60 



$5.75 



Health 



$3.98 



Net Pay 
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r- AY ROLL (?) 



Name 



(1) Hourly Watjes: 


40 hours (£" S2.1 


5 <iri hour = 


S 




Overtime: 


8 !u)urs 


un hour 


s 




Regular 


Ovet tiiTie 


i Inc. Tiix 


S. S. 


Pension 


Net Pay 




S 


-I- 

S13.42 

1 


S6.39 


S3. 16 


1 

S 



(2) Hourly Wages: 36 hours @ $4.05 an hour =^ S 



Gross Pay 


F.I.C.A. With. 


Health 


Net Pay 


s i 


S7.62 S22.38 


$9.62 

1 


S 


(3) Hour!-/ Wages; 
Gross Pay 


30 hours @ SI. 75 an hour = 
Inc. Tax S. S. 


$ 

Union 


Net Pay 


S 


S5.89 $2.96 


$5.65 


S 


(4) Hourly: 
Overtime: 


40 hours @ $3.25 an hour = 


$ 




9 hours @ S an hour = 


s 




Regular Overtime 


Inc. Tax S. S. 


Union 


Net Pay 


$ $ 


$25.16 $9.90 


$6.02 


$ 


(5) Hourly: 
Overtime 


40 hours @ $2.89 an hour = 


$ 




6 hours @$ an hour = 


$ 




Regular Overtime 


Inc. Tax F.I.C.A. 


Health 


Net Pay 


$ $ 


$20.08 $8.00 


$10.24 


$ 
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PAYROLL (3) 



Name 



(1) Wage: 



38 hours @ S3. 75 an hour 



G ross Pay 


Inc. Tax 


S.S. 


Health 


.>:-| j Net 


S 


$16.42 


$8.05 


$12.03 


S'.O.IG j$ 



(2) Wage: 35 hours @ $2.95 an hour = $ 



Gross Pay 


Inc. Tax S.S. 


Union 


Pension 


Net 


$ 


S18.01 $4.92 


$3.80 


$9.48 


$ 



(3) Wage: 
Gross Pay 
S 



40 hours @ S3.05 an hour 



Inc. Tax 



SI 7.43 



S.S. 



$6.01 



Health 



$11.93 



Union 



$5.65 



Net 



(4) Wage: 40 hou rs @ $4. 1 5 an hour = 
Overtime: 9 hours @ $ an hour = 



Gross Pay 


S. S. 


Inc. Tax 


Pension 


Health 


Net 


$ $ 
Reg. Ovrt. 


$12.66 


$16.48 


$20.16 


$9.18 


$ 



(5) 


Wage: 
Overtime: 


40 hours @ $2.50 an hour = 
7 hours @$ an hour = 


$ 






$ 




Reg. 


Overtime 


S.S. Inc. Tax Pension 


Union 


Net 


$ 


$ 


$7.08 $17.16 $9.64 


$8.55 


$ 
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BUSINESS P.1A1H Tl-ST (1) 



Name 



;>*kiinc] Machine: 



89,765,497 
8,604,931 
629,543 
7,543,864 

, 38,015 



$9,865,835 
743,502 
3,500 
4,936,581 
+ 432,516 



S9, 853,860 
327,4J1 



$5,863,955 
3,057 



Payroll 

Hourly: 
Overtime; 



40 hours @ $3.50 an hour ^ 
8 hours @ S an hour 



$ 

$ 



Regular 


Overtime 


Inc. Tax 


S. S. 


Health 


Pension 


S 


$ 


S21.58 


$10.28 


$3.07 


S5.29 



Gross: 



BUSINtSS MATH TEST (2) 



Name 



#1 



#2 



(1) 



$ 547,689 
9,865,432 
548,762 
30,523 
+ 8,754,033 



$ 3,587 
906,258 
35,301 
675,834 
+ 25,003 



(2) 



$9,354,215 
876,409 



(2) 



$357,601 
251,136 



(3) 



(4) 



$ 357.53 
X 48 



9.7 ) 35.012 



(3) 



(4) 



$935.01 
X .057 



63) $761.52 
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Test (2) 



HORIZONIAL CENTERING 



1. Insert the paper and find the center of the line. 

2. Move the element or the carriage io the center. 

3. Frorn the center, backspace ONCE for each TWO letters, (or 
letter and space) in the line. Do not backspace if one letter 
is left over. 

4. Begin to type at the point where you have finished backspacing. 

Example I: BUSINESS EDUCATION 

BU-Si-NE-SS-Space E-DU-CA-TI -ON 
(Backspace 9 times. ) 

Example 2: TYPEWRITING RULES 

TY-PE-WR-IT-IN-G Space - RU-LE-S 
Backspace times? 
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Chart 12 



CENTER ING 

Name 

Center each of the following: 

(1) Gone With the Wind 
(!) 

(2) The Sound and the Fury 
(2) 

( 3 ) University of Mar v land 
(3) 

(4) The Other Side of Midnight 
(4) 

(5) Gloucester County Vocaiionai School 
(5) 

(6) Mancnild in the Promised Land 
(6) 

(7) The Lost Boy 
(7) 

(8) Crime in America 
(8) 

(9) The Promise 
(9) 

(10) Employment Orientation 
(10) 
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WORD DIVISION 



ERIC 



Directions: If a word may properly be divided at the end of a line, show by using a 
hyphen the best placi to divide it. If two places are equally good, use 
two hyphens. If the ^ord should not be divided, write it without the 
hyphen. 



1, 



4. 
5. 



9. 
10. 
11. 
12. 



today 



2. sudden 



3. learned 



triplicate 



perception 



G. apostrophe 



7. raised 



8. teacher 



greatly 
regular 



telegram 



graduation 



13. thirty -four 



14. evenhanded 



15. followed 



16. druggist 

17. pressing 



18. couldn't 



19. falling 



21. 
22. 
23. 
24. 



26. 
27. 
28. 
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20. Y.M.C.A. 



doesn't 



$12,364,89 



No. 789694 



Mrs. Alice Sydney 



25. P:^ofessor A.T. Jones, 



June 18, 1996 



American 



EA. Howard, M.D. 



29. 3:30 p.m. 



30. through 



31. pedal 



32. unlucky 



AV~13 



fABUlAT! ON PROBLEM 



Name 



Title; What Is a Noun-^ 
Sub-titles: Person 

Pia^.e 

Thing 

Set up 3 columns, hoacieo -Mth the 3 subtitles, wi^h 10 spaces 
between columns. Type each word in the proper column. 



doll 

New Jersey 

Joe 

Mr. Smith 

school 

Woodbury 

desk 

teacher 

Glassboro 

Hastings on the iliidson 
Margaret Jackson, 



doctor 
pen 

mother 
Philadelphia 
book jacket 
lawyer 

ball-point pen 
pencil 
New Yorker 
Canada 
Deptford 
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.ifinsi'.'. i oO^Li t!i TypcwiitLr 



i i.AKNIN(, I'lir: K\-y L(K'^ I'M )NS 

A. Alpli.ilH'i kr\s 
I' NuiuIht kfvs 
(' Sv nibol l,c\':-. 

11 DINC fXIM'.irr ()M'!<AriN<. 1 i:( lIMh Hir.s 

IVisic ti' Jiiiii|u»\ 

Tvpinj: rrs[w)iisf |Mtirrtis 
^. M;ini[n!l;itivt" tniurol 

ii. '1 1 ( ImiLjiii' LOMtliriuiicr^ 

1 . PositiuM Ai the iiMcluiic 

!-\M.'s nn the L(;py 
/J. (<>uiL*t liaiuls aiul arin^ 
•I. KclaxatioT! 

I i:a!' NiN(i lo ^i'vim: im * )r>i,i:MS 

A. i^a.Mt opciatiDiis 

IV (;< will lit »n a[i[>li(, atinns 

* Spc'i iai .ipplicatioiis 
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9 Lines 



RiffiV)rn. 73 W.in-cn Avi'iuic 

Address wcst bitHh. ncw j.t,,cv oho'ji 

Dafe January 27, 1976 



S Lines 




Mr. VViirnin I). Sinitli 
JiiliiisiJii .iiu! Smith, l!;< • 
246 r..ist SratL' Strict 
I'orthiiui, M.iinc 04 ID."' 

2 Lines 

Dear Mr. Smith: 

— 2 Lines , ^ . 

This letter is written in ilie hhjck style iuid is an example of a personal 
business letter. 

BodU Op ) ^^1^'" P'-'''''"^*'' i^^i'^iii^'^^ P'*^*^^ paper, he sure to leave 

i N ^'^""^ ''^ the t(>[) and rvpe your complete address. Be sure to remember to 

Lerref \ ^^^^^ ^|^^^ j,^^^, ^.l^^. I^^^^.^. ^I^l^^ under your address. 

l1iis tvpe uf letter is used when applying for a job, asking a company Tor 
i!»fMrn'iati(m, ur for any oilier typr of persou'd business you may have. 

— 2 Line^ 



CBIodd 



C/o5^ ^'""'y y">""'' 
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GLOUCESTER COUNTY VOCATIONAL SCHOOL 
Tanyard anH Salina Roads 
Sewell, R.D,, New Jersey 08080 

JOSEPH W, ENGLISH 
Director 



jaiuiary 30, 1976 



Miss S.'lly S. Stiulcni 
745 r^ast State Stnc-t 
lolmson. Illinois 62421 

Dear Miss Stiiilciu: 

Ins is a saifi[^li' o. a 



, n busiiu'ss Icttrr. You can sec thiit it is a formal business 

tt.r hv tlu't/.p of'th^^^ stationery. It Ins thr nainc and address of the business at the 



to[i. 



Tins letter is tyinul in the in-.cliCir.l Mock style. This is a very popular style 
h,H.use u 1m.'1|.s your eye move ..cross .he p.|',e. The paragraph, arc inticntctl. an.i the 
(late and ( losiuf, are sr.irted at the <eiitrt oi the pat',e. 

When tvpi.ii; this kind of letter, he -.ure to elear all of the tab stops before 
sr.uiinr, and set yonr new tabs. This will save vou lime when you arc typin|^. 

Siiieerely yoiii,!, 



|Wi:;fs).', 



joseph W. I'Ih^^HhIi 
' /iiec tor 



-J 
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